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DESK OPERATING PROCEDURE 008R
CFO/CIVIL REPORTS DIVISION

STANDARD GENERAL LEDGER REPORT
BY APPROPRIATION

The Standard General Ledger (SGL) Report by appropriation is required monthly to

furnish data that will cross walk to the Chief Financial Officer (CFO) Statements. Itis
basically a financial report of a listing of budgetary and proprietary general ledgers at
appropriation level with detailed account title and debits and credits of all accounting

transactions.

1. CEFMS generates month-end reports for each District/Division/Lab. When
finished, the SGL report automatically loads into CEEMIS. No changes or

adjustments are made to the data.

2. When all reports have been submitted a consolidated SGL report can be
generated. A copy of the monthly consolidated SGL report is maintained in Room

132, Cubicle 9. To generate a consolidated SGL report go to step 7.

3. Reconciliation edits for the SGL report have been established in CEEMIS to assure
the integrity and accuracy of financial reporting data. These edits reconcile things
such as validity of appropriation, Disbursing Officer’s cash, funding, disbursements
and collections, advances, debits = credits, and budgetary unexpended balance.

The SGL report will have a rejected status if it fails to pass any of these edits.
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4. Differences on rejected reports are researched and corrective action is
recommended and coordinated with the POC for that activity. A list of
District/Division/Lab POCs is maintained on ‘District POCs.xIs’ and can be located

at J\ASHAREDOC\CIVIL REPORTS SECTION.

5. When step 4. is completed, a copy of the rejected report and supporting
documentation is provided to the CFO team member responsible for consolidating
the individual reports. The report status for each activity and all rejects are posted
to a monthly status report (i.e. ‘200403_status.xIs’ for March 2004). All other
outstanding FBWT reconciling items are included in the bottom of this spreadsheet.
Other items may include unrecorded Embassy transactions, warrants, SF 1151s,

etc.

6. CEEMIS requires monthly reports be finalized with an accepted status. Rejected
reports are ‘pulled in’ by the CFO team member with Oracle role and permission.
The status is changed to accepted and the report is closed. A copy of the rejected
report with all supporting documentation and the monthly status report is maintained

in Room 132, Cubicle 12.

7. Generating a consolidated SGL report.
a. Signonto CEEMIS

1) Click INET icon
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2) Click “CEEMIS6i” select “CEEMIS Production”
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3) Use your assigned ID, PASSWORD, and ORACLE password

(from DBA) when prompted.
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"5 Logon Screen

Record: 171

b. Screen navigation

1) select“REPORTS”
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CEEMIS Prod
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Record: 171

2) select“CIVIL WORKS REPORTS”
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i CEEMIS Prod

M SYSTEM - CEEMIS

Record: 174

3) select“56Y — GEN LEDGERS BY APPROP — NO LIMIT”
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Record: 1012

4) enter appropriate ‘Acct Period’
5) enter ‘Report Level’ CRP
6) enter ‘FOA Code’ ZZ

7) select ‘Run’ at bottom of screen
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i CEEMIS Prod

EM - CEEMIS

Record: 171

8) change ‘Print Options’ box to ‘Print when comp...’; select
‘Printer’ (press F4; select appropriate printer); select ‘OK’; select

‘Run’ at bottom of screen
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STEM - CEEMIS

_ List | Run | Exit |

Enter number of days to retain the print file before automatic deletion §
Recard: 111

9) a box stating ‘Generating Report, Please be patient’ will appear,

select ‘OK’



100-Desk SOP-008R

STEM - CEEMIS

‘ Generating Report, Pleasze be patient.

Enter number of days to retain the print file before automatic deletion §
Recard: 111

10) after a couple of minutes, a ‘WinSig Print Utility’ box will appear,
select ‘Accept’ to print the document

Winsig Print Ukility I
Y'ou have received a print request from
cpoah uzace. army. mil

[T Force form feed when complete

Frinter: I".'\Ll FCPSOSUFC-PR-R132-010 j

Decline |
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